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STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION
SERVICE CONTRACT REQUEST
Electronic Submittal:  
Submit non-A & E Service Contracts and Amendments to Contract.Submittal@dot.ca.gov.
Submit A & E Service contracts and Amendments to AE.Contract.Submittal@dot.ca.gov.
REQUESTER
Contract Request #
District/Division
Contract Manager (Signature)
ADM-0360 (REV 5/2014)
DIVISION OF PROCUREMENT AND CONTRACTS
USE ONLY
ASSESSMENT REVIEW
CONTRACT SUMMARY
AGREEMENT OUTLINE
Identify specific problem, administrative requirement, program need, or other circumstances making contract necessary.  In addition, cite specific statutory authority justifying contracting out.  (See instructions for assistance)
DESIRED TERM OF CONTRACT
Number of Working Days (Minor B Only)
NEW, RENEWAL, OR AMENDMENT (CHECK ONE ONLY)
DESIRED SOCIOECONOMIC PARTICIPATION
COMPLETE YOUR ADM 0360 PACKAGE BY ATTACHING:
(See instructions for assistance)
Required:
APPROVALS
FUNDING (Post Funding For This Contract Request Only)
Unit
Project ID
Phase
Reporting Code
Object
Sub Object
Activity
Sub Activity
Amount
Fiscal
Year
TOTAL
Cap Outlay Funds
Fund Source Percentages
%
%
%
%
BUDGET REPRESENTATIVE CERTIFIES
ACCURACY & AVAILABILITY FUNDING
Signature
APPROVING MANAGER CERTIFIES CONTRACT JUSTIFICATION & COMPLETE ADM0360 PACKAGE
Signature
DISTRICT DIRECTOR / DIVISION CHIEF CERTIFIES EMERGENCY CONTRACT JUSTIFICATION
Signature
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ALL BOXES MUST BE FILLED IN. NO ADM-0360 SUBMITTALS ARE ACCEPTED UNTIL A COMPLETE PACKAGE IS RECEIVED.
 
FOR ASSISTANCE, CONSULT WITH YOUR DIVISION OF PROCUREMENT AND CONTRACTS (DPAC) ACQUISITION BRANCH CHIEF LIAISON OR THE CONTRACT MANAGERS HANDBOOK ON THE DPAC INTRANET SITE.
 
REQUESTER BOX
CONTRACT REQUEST # - District or Division assigned unique identification number to track contract request. Must have District or Division number as prefix to avoid duplication.
Everything else is self-explanatory.
 
CONTRACT SUMMARY BOX
Agreement Outline  - Identify specific problem, administrative requirement, program need or other circumstances making contract or amendment necessary. In addition, cite specific statutory authority justifying contracting out. If there is no specific statute that authorizes contract, then services must be justified under a Government Code 19130 section. They are as follows:
(b)(1):         The functions contracted are exempted from civil service by Section 4 of Article VII of the California Constitution, which describes exempt appointments.
(b)(2):         The contract is for a new State function and the Legislature has specifically mandated or authorized the performance of work by independent contractors.
(b)(3):         The services contracted are not available within civil service, cannot be performed satisfactorily by civil service employees, or are of such a highly specialized or technical nature that the necessary expert knowledge, experience and ability are not available through the civil service system.
(b)(4):         The services are incidental to a contract for the purchase or lease of real or personal property.  Contract under this criterion, known as “service agreements” shall include, but not be limited to, agreements to service or maintain office equipment or computers that are leased or rented.
(b)(5):         The legislative, administrative, or legal goals and purposes cannot be accomplished through the utilization of persons selected pursuant to the regular civil service system.  Contracts are permissible under this criterion to protect against a conflict of interest or to ensure independent unbiased findings in cases where there is a clear need for a different outside perspective.  These contracts shall include, but not be limited to, obtaining expert witnesses in litigation.
(b)(6):         The nature of the work is such that the Government Code standards for emergency appointments apply.  These contracts shall conform with Article 8 (commencing with Government Code Section 19888) of Chapter 2.5 of part 2.6.
(b)(7):         State Agencies need private counsel because a conflict of interest on the part of the Attorney General's Office prevents it from representing the agency without compromising its position.  These contracts shall require the written consent of the Attorney General, pursuant to Government Code Section 11040.
(b)(8):         The contractor will provide equipment, materials, facilities, or support services that could not feasibly be provided by the State in the location where the services are performed.
(b)(9):         The Contractor will conduct training courses for which appropriately qualified civil service instructors are not available, provided that permanent instructor positions in academies or similar settings shall be filled through civil service appointments.
(b)(10):         The services are of such an urgent, temporary, or occasional nature that the delay incumbent in their implementation under civil service would frustrate their very purpose.
 
Desired Term Of Contract  - Start date can't be before execution of contract. Consider DPAC contract processing time in determining start date. Total contract term can't be more than 2 years on non A&E contracts without justification to be submitted for Department of General Services (DGS) approval. 
 
New, Renewal, or Amendment (Check One Only)
NEW SERVICE  - Check if never contracted for the service before. 
RENEWAL  - Check if contract for current services are expiring soon and pursuing a “renewal” of services through a new contract. Provide existing contract number.
AMENDMENT  - Check if contract for current services needs to be extended for time and/or money. Provide original contract number.
 
Desired Socioeconomic Participation  - Contract Managers are encouraged to use Disabled Veteran Business Enterprises (DVBE), Disadvantaged Business Enterprises (DBE), and/or Small Business Enterprises (SBE) to meet established goals approved by the State and/or Federal Highway Administration.
NO GOALS  - Check if contract is 100% State or combination State/Local funded and contract scope of work and/or work location is not feasible for DVBE participation.
STATE OR STATE/LOCAL FUNDS DVBE GOALS  - Check if contract is 100% State or combination State/ Local funded and establishing a minimum DVBE participation goal. 
FED OR FED/STATE FUNDS DBE GOALS  - Check if contract is 100% Federal or combination Federal/State funded and establishing a feasibly attained DBE participation goal. 
SMALL BUSINESS/DVBE SOLICITATION INVITATION FOR PRICE QUOTE PROCESS  - Check if desiring to use the Small Business Informal Solicitation process.
INSTRUCTIONS
STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION
SERVICE CONTRACT REQUEST 
ADM-0360 (REV 5/2014)
Page 2 of 2
Complete Your ADM 0360 Package By Attaching: 
CONTRACT MANAGER TRAINING CERTIFICATE - Attach a signed copy (required on all contracts) of your Contract Manager Training Certificate.  Mandatory Contract Manager Training can be found online at http://admin.dot.ca.gov/pc/training.shtml.  
SCOPE OF WORK  - Check (required on all contracts). Consult the Contract Managers Handbook and the DPAC Intranet site for requirements to be included in a complete scope of work. Include who, what, when, where, and how, as well as specifications and equipment required. In addition, list all required licenses and permits.
BID SHEET  - Check if contract is to be competitively bid as an Invitation for Bid when requester knows exactly what service is needed and how the service is to be performed. This is a line item break down of the work to be performed and bid on by the contractor. 
PRIOR CONTRACT  - Check if contract is a renewal of existing services that are about to expire. 
ORIGINAL CONTRACT  - Check if contract is being amended. 
MINOR B CONTRACT DOCUMENTS  - Check if contract is a Minor B and attach plans, specifications, cost estimates, Right of Way certifications, and permits.
NONCOMPETITIVELY BID FORM (ADM 3007)  - Check if contract is to be non-competitively bid.
PREVAILING WAGES DETERMINATION - Check if this is a public works contract.  State labor policies change constantly.  Your local Caltrans Labor Compliance Officer can assists in determining prevailing wages and labor classifications to be required in the contract. 
CONFLICT OF INTEREST FORM (ADM 3043)  - Check if contract is estimated to be over $100,000. A separate form must be submitted for each person involved in authorization or execution of the contract.
CONFIDENTIALITY OF INFORMATION (ADM-3038) - Check if contract is to be a Request for Proposal or Qualifications. A separate form must be submitted for each Contract Manager and Selection Committee Member. 
SELECTION COMMITTEE MEMBERS  - Check if contract is to be a Request for Proposal or Qualifications where the method of approach can be creative and left to the proposer's expertise. This is a list of people who will be evaluating the proposals and qualifications.
SELECTION COMMITTEE NOMINATION MEMO  - Check if contract is an Architectural & Engineering Request for Qualifications. This must be signed by the Deputy District Director or Division Chief.
WORK PLAN JUSTIFICATION  - Check if contract is an Architectural & Engineering Request for Qualifications. This is the cost estimate break down. 
 
IT REQUIRED DOCUMENTS  - Check if contract is Information Technology related. Contact the HQ IT Certification Unit for assistance at (916)654-1114 or (916)657-4886.
APPROVED NO GOALS JUSTIFICATION  - Check if no goals have been established for a 100% State or combination State/Local funded contract. Justification is usually based on the scope of work and/or work location not feasible for DVBE participation. Must be approved by Caltrans Civil Rights.
EMERGENCY CONTRACT DOCUMENTS  - Check if contract is needed to preserve life, health, safety, or State property. 
-         For Emergency Force Account and Emergency Limited Bid, attach Confirmation of Verbal Agreement Other than for Equipment Rental (ADM-0366), Director's Order if over $147,000, and Payment Bond. 
-         For Emergency Highway Equipment Rental, attach Confirmation of Verbal Agreement for Equipment Rental - Bare (ADM-1413), Director's Order if over $147,000, and Payment Bond if over $25,000. 
-         For Emergency Highway Spills  - attach Confirmation of Verbal Agreement for Highway Spills (ADM-3024), Hazardous Spill Diary, and Published Rate Sheet, if applicable. 
-         For All Other Emergencies  - attach Confirmation of Verbal Agreement Other than for Equipment Rental (ADM-0366), and Payment Bond if Public Works over $25,000.
EVALUATION CRITERIA - Check if contract is to be a Request for Proposal or Qualifications.  This is the set of standards, requirements, capabilities, and experience by which possible contractors will be evaluated according to criteria established in solicitation.
 
FUNDING BOX
Consult with your District/Division Budget Representative for this information. Post funding information for this contract request only.
FUND SOURCE PERCENTAGES  - Determines DVBE or DBE participation goal considerations and what standard terms and conditions will be used in contract language.
AGENCY BILLING CODE  - 5 digit w/6 code prefix specific to your District/Division and/or Office.  This is used for Department of General Services review billing purposes. 
 
APPROVALS BOX
District Director/Division Chief certification required only for Emergency Contracts authorizing immediate action needed to preserve life, health, safety, or State property. Everything else is self-explanatory.
 
Information Technology related Service Contract Requests are to be submitted directly to HQ IT Certification Unit-MS 20, who will then forward to DPAC upon approval.
 
 
ADA Notice
For individuals with sensory disabilities, this document is available in alternate formats.  For alternate format information, contact the Forms Management Unit at (916) 445-1233, TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.
INSTRUCTIONS
Forms Management Unit
Caltrans
DPAC
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